STATE OF CALIFORNIA « DEPARTMENT OF TRANSPORTATION
POSITION DUTY STATEMENT
PM-0924 (REV 7/2014)

CLASSIFICATION TITLE OFFICE/BRANCH/SECTION
Caltrans Senior Transportation Engineer (Specialist) District 10/Stockton/Program/Project Management
WORKING TITLE POSITION NUMBER EFFECTIVE DATE
Senior Project Manager 910-100-3161-xxx

As a valued member of the Caltrans team, you make it possible for the Department to provide a safe, sustainable,
integrated, and efficient transportation system to enhance California’s economy and livability. Caltrans is a performance-
driven, transparent, and accountable organization that values its people, resources and partners, and meets new
challenges through leadership, innovation and teamwork.

GENERAL STATEMENT:
Under the general supervision of the Deputy District Director for Program/Project Management (PPM), the Project

Manager (PM) is accountable for the delivery of a number of assigned capital projects, which includes oversight of special
and locally funded projects. This includes ensuring that the project is completed in accordance with the approved scope,
on schedule and within budget. The PM will have responsibility from the Project Initiation Document (PID) through
completion of the Construction Contract. The PM will have authority over the Project Development Team (PDT) to
coordinate the work of the members to successfully deliver the project.

TYPICAL DUTIES:

Percentage Job Description
Essential (E)/Marginal (M)1
30% E Serve as team leader to coordinate the work performed by multi-functional members of the Project

Development Team involved in the delivery process. Identify issues in a timely manner for
resolution, elevating problems to management if unable to resolve directly.

25% E Actively cooperate with the Caltrans Division of Planning, Caltrans Division of Maintenance and
Operations, regional transportation planning agencies (RTPA) and other local agencies to initiate,
program, and develop projects. Build public consensus and local agency partnership throughout
the project development process (Project Initiation, Environmental, Design, Right of Way and
Construction)

25% E Develop and manage project work plans for Capital Outlay Support costs for the annual resource
allocation. Monitor the planned support costs versus actual expenditures on a periodic basis for
delivery within the programmed budget.

10% E Coordinate with the Project Management Support Unit to use project management software and
databases to produce a wide variety of reports to control costs and schedules. Report on the
status of projects to the California Transportation Commission (CTC), Caltrans Headquarters,
District Management and RTPA's.

10% E Participate with the District's Programming Unit for the initial funding of projects and to track costs
and schedule changes throughout the life of the project in accordance with the Department's
policies and practices.

1TESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned.
MARGINAL FUNCTIONS are the minor tasks of the position that can be assigned to others.

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
Normally this position does not supervise; however, the incumbent may be called upon to act in absence of the
supervisor for a short duration.

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS

Knowledge of the policies and practices regulating the activities of each of the major project phases (PID, Environmental,
Design, Right of Way and Construction).

Knowledge of the most current major computer software and databases used by Caltrans.

Ability to plan and organize the work and to work effectively and efficiently with others to accomplish a common goal to
achieve successful project delivery.

For individuals with sensory disabilities, this document is available in alternate formats. For information, call (916) 445-1233,

ADA Notice TTY 711, or write to Records and Forms Management, 1120 N Street, MS-89, Sacramento, CA 95814.
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Ability to provide leadership to develop and control projects costs and schedules and successfully deliver projects
through the use of multi-disciplinary teams.

Ability to use good judgement and interpersonal skills to ensure that Caltrans is effectively represented to its partners to
meet the needs of the community and the traveling public.

Ability to analyze the entire project delivery process, including the required interfacing with local agencies and the public
and be able to anticipate technical issues and potential local agencies' concerns with each project.

Additionally, the incumbent must possess the ability to communicate effectively both internally and externally to ensure
project delivery.

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

Position requires the incumbent to be able to anticipate problems and identify issues that may affect project delivery and/
or cost including capital outlay support costs. Failure to identify and resolve issues early or failure to coordinate and
monitor the program with the functional units assigned to the project can result in project slippage and/or costs increases,
which is unacceptable. This type of failure will lead to a lack of credibility with the CTC, the local agencies and other
entities, concerning Caltrans' ability to deliver its program.

PUBLIC AND INTERNAL CONTACTS

The Project Manager is the primary external contact and advocate for the project and may serve as the District
Representative to the CTC, Local, State and Federal agencies, elected officials, media and the public. The incumbent
shall serve as the project team leader to collect and communicate information to Caltrans Management and functional
units.

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS
The incumbent may be required to sit or stand for long periods of time using a personal computer. The incumbent may be

required to move large or heavy files and displays from one location to another. The incumbent may be required to travel
for long periods of time to review projects and attend meetings, both daytime and night.

Must be able to develop and maintain cooperative working relationships.

Must have the ability to focus and concentrate for long periods of time.

Must quickly grasp new information and comprehend technical policy and procedural documents.

Must have the ability to multi-task and adapt to changes in priorities, and to complete tasks with short notice.

Must have the ability to lead and encourage others to perform and provide quality of service for high performance.

Must be willing to take risks at time to accomplish goals and to initiate actions to persuade others to accept risk.

Must be able to adapt to unexpected changes in work situations that may result in project rescheduling and resource
assignments.

Must have an ability to interact with many people, often in a highly intense situation, while maintaining a calm and
diplomatic attitude.

WORK ENVIRONMENT

The incumbent's work location is in the District office in a climate controlled building with modular furniture under artificial
lighting. Working hours are variable, typically set sometime between 7:00 a.m. and 6:00 p.m. Travel and meetings may
begin at 5:00 a.m. and continue to 12:00 a.m., with an occasional overnight stay out of town.

Visits to the project site may involve exposure to vehicular traffic, construction equipment, dust, weather extremes,
walking on uneven surfaces and climbing slopes.

| have read, understand and can perform the duties listed above. (If you believe you may require reasonable
accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable
accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)
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EMPLOYEE (Print)

EMPLOYEE (Signature) DATE

| have discussed the duties with, and provided a copy of this duty statement to the employee named above.

SUPERVISOR (Print)

SUPERVISOR (Signature) DATE






